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SECRETARY  OF  STATE  TRAVEL  REGULATIONS 


SECTION  1. 

APPLICABILITY  AND  DEFINITIONS 

1.1  Applicability - 

These  Travel  Regulations  are  issued  pursuant  to 
authority  contained  in  Illinois  Revised  Statutes, 
Chapter  127,  Section  168-31  et  seq.  They  apply  to 
personnel  of  the  Office  of  Secretary  of  State  and 
supersede  previous  travel  regulations. 

1 . 2 Effec  ti ve  Da  te  - 

These  regulations  shall  become  effective  January  1, 
197  8,  and  shall  remain  in  effect  as  amended  until 
further  notice. 

1.3  Definitions— 

a.  Headquarters 

The  official  headquarters  of  a State  employee  is 
his/her  designated  district  or  post  of  duty  or 
official  station  in  a specified  location  and 
should  be  as  specific  as  a given  building  or  site. 

b.  Travel  Control  Board 

The  Travel  Control  Board  is  hereby  established 
as  provided  by  Chapter  127,  Section  168-32, 
Illinois  Revised  Statutes. 

1.4  Designation  of  Official  Headquarters— 

Agency  shall  designate  a specific  official 
headquarters  for  each  of  its  employees.  Generally, 
the  official  headquarters  of  an  individual  is  the  place 
where  his/her  official  duties  will  require  him/her  to 
spend  the  largest  part  of  his/her  working  time.  In 
those  instances  in  which  the  individual’s  official 
headquarters  is  designated  as  a location  other  than 
that  at  which  official  duties  require  him/her  to  spend 
the  largest  part  of  his/her  working  time,  notification 
will  be  made  to  the  Legislative  Audit  Commission  by 
the  first  working  day  of  June  and  December  each 
year. 


Individuals  are  not  entitled  to  reimbursement  of 
living  expenses  while  at  their  official  headquarters, 
nor  are  they  entitled  to  travel  reimbursement 
between  home  and  official  headquarters. 
Reimbursement  of  lodging  expenses  is  not 
permissible  within  fifty-five  (5  5)  miles  of  official 
headquarters,  except  in  an  emergency. 

Official  headquarters  designation  on  travel  vouchers 
(Box  6)  should  be  specific;  i.e.,  Chicago-West 
Facility,  Chicago-188  West  Randolph, 
Springfield-Centennial,  etc. 

SECTION  2. 

AUTHORITY  FOR  TRAVEL 

2.1  Applicability  - 

All  travel  by  individuals  subject  to  these  Travel 
Regulations  shall  be  authorized  by  their  supervisor 
prior  to  the  beginning  of  the  travel. 

2.2  Out-ofi State  Travel- 

No  reimbursement  for  travel  outside  the  State  shall 
be  allowed  unless  written  approval  from  the 
Secretary  of  State  is  obtained  in  advance.  No  travel 
voucher  will  be  approved  for  reimbursement  of 
out-of-state  travel  costs  unless  accompanied  by  an 
approved  “Request  for  Out-of-State  Travel”.  If  trips 
on  official  business,  not  exceeding  fifty  (50)  miles 
beyond  the  boundaries  of  Illinois,  are  made  into 
neighboring  states,  no  prior  written  approval  is 
required.  Out-of-State  Travel  Request  Forms 
(SOS‘7)  must  be  completed  and  signed  at  all 
required  levels  before  the  travel  is  commenced.  It  is 
therefore  necessary  that  the  employee  initiating  the 
request  do  so  sufficiently  in  advance  to  allow  time 
for  processing.  It  is  also  important  that  the  form  be 
signed  and  forwarded  promptly  at  each  level. 

Both  copies  are  sent  to  the  Assistant  Secretary 
(Deputy  Secretary  in  Chicago)  for  approval  and 
returned  to  the  Division.  One  copy  must  be  attached 
to  the  travel  voucher  and  one  copy  retained  by  the 
Division. 
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When  an  emergency  situation  requires  expediency, 
the  request  should  be  hand  carried  through  the 
necessary  channels.  In  such  a situation,  the  request 
may  be  brought  directly  to  the  Assistant  Secretary 
of  State  (Deputy  Secretary  in  Chicago)  in  the  event 
the  appropriate  Division  and/or  Department 
Administrator  is  not  available. 

SECTION  3. 

ALLOWABLE  TRANSPORTATION  EXPENSES 

3.1  Method  of  Transportation  — 

a.  Modes  of  transportation  authorized  for  official 
travel  include  automobiles,  railroads,  airlines, 
buses,  taxicabs,  and  other  usual  means  of 
conveyance.  Transportation  may  include  fares 
and  such  expenses  incidental  to  transportation 
as  baggage  transfer,  official  telephone  messages 
in  connection  with  items  classed  as 
transportation,  and  reasonable  tips. 

No  employee  of  this  office  may  use  the  services 
of  a state  aircraft  unless  it  is  a flight  scheduled 
through  the  Department  of  Aeronautics.  Under 
no  circumstances  will  any  employee  schedule 
such  a flight  without  the  consent  of  the 
Secretary  of  State.  Such  approval  is  to  be 
confirmed  through  the  Assistant  Secretary 
(Deputy  Secretary  in  Chicago). 

No  aircraft  charters  may  be  entered  into 
without  the  express  consent  of  the  Secretary  of 
State.  Such  approval  is  to  be  confirmed  through 
the  Assistant  Secretary  (Deputy  Secretary  in 
Chicago). 

b.  Reimbursement  for  taxicab  fares  incurred  in 
the  efficient  and  economical  pursuit  of  official 
business  will  be  allowed.  All  taxicab  fares  in 
excess  of  $5.00  shall  be  accompanied  by  a 
receipt  indicating  the  amount  paid.  When 
transportation  by  airport  bus  is  available  and 
convenient,  it  shall  be  used  in  lieu  of  a taxi. 
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c.  Reimbursement  of  expenses  between  the 
residence  and  the  official  headquarters  of  any 
individual  subject  to  these  regulations  shall  not 
be  allowed. 

3.2  Routing  of  Travel— 

All  travel  shall  be  by  the  most  direct  route.  In  case 
an  individual,  for  his/her  own  convenience,  travels 
by  an  indirect  route,  or  interrupts  travel  by  direct 
route,  he/she  shall  bear  the  extra  expense. 
Reimbursement  for  expenses  shall  be  based  only  on 
such  charges  as  would  have  been  incurred  by  the 
most  direct  and  economical  route. 

3.3  Mode  of  Travel— 

All  travel  shall  be  by  the  most  economical  mode  of 
transportation  available,  considering  travel  time, 
costs,  and  work  requirements. 

3.4  Accommodations  on  Airplanes  and  Trains- 

a.  Airplane  Accommodations 

(1)  Travel  on  airplanes  shall  ordinarily  be 
coach  class. 

(2)  Reimbursement  for  first-class 
accommodations  on  commercial  air 
carriers  shall  be  explained  on  the  travel 
voucher  and  shall  be  permitted  only  when: 

a.  Regularly  scheduled  flights  between 
authorized  departure  and  destination 
points  provide  only  first-class 
accommodations. 

b.  Space  is  not  available  in  other  than 
first-class  accommodations  in  time  to 
carry  out  the  purpose  of  the  travel. 

c.  The  Secretary  of  State  authorizes  or 
approves  the  use  of  first-class 
accommodations  as  necessary  for  the 
conduct  of  the  mission  or  for  reasons 
of  the  traveler’s  health. 

b.  Train  Accommodations 

(1)  Sleeping  car  accommodations:  one 
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standard  roomette  or  equivalent  when 
night  travel  is  involved. 

(2)  Parlor  car  and  coach  accommodations: 
one  seat  in  a sleeping  or  parlor  car  will  be 
allowed  unless  the  travel  order  or  other 
administrative  determination  specifies  that 
coach  accommodations  be  used.  Where 
adequate  coach  accommodations  are 
available,  officials  authorizing  travel  will 
assure  that  coach  accommodations  are 
used  to  the  maximum  extent  possible,  on 
the  basis  of  advantage  to  the  State, 
suitability  and  convenience  to  the  traveler, 
and  nature  of  the  business  involved. 

3.5  Use  of  Privately  Owned  Conveyance— 

a.  When  an  individual  rendering  service  to  the 
State  uses  a privately  owned  motor  vehicle  or 
aircraft  in  the  conduct  of  official  business 
outside  his/her  official  headquarters  and  such 
use  is  authorized  or  approved  as  advantageous 
to  the  State  by  his/her  supervisor,  payment 
shall  be  made  on  a mileage  basis  at  rates  not  to 
exceed  thirteen  cents  (13$  ) for  the  use  of  such 
privately  owned  automobiles  or  aircraft. 

b.  Appropriate  reimbursement  for  the  cost  of 
automobile  parking  fees  and  bridge,  road  and 
tunnel  tolls  shall  be  allowed.  The  fee  for 
parking  an  automobile  at  a common  carrier 
terminal,  or  other  parking  area,  while  the 
traveler  is  away  from  his/her  official 
headquarters,  shall  be  allowed  only  to  the 
extent  that  the  fee,  plus  the  allowable  mileage 
reimbursement  to  and  from  the  terminal  or 
other  parking  area,  does  not  exceed  the  cost  for 
use  of  the  most  economical  and  reasonable 
convenient  transportation  that  is  available  to 
and  from  the  terminal. 

When  transportation  by  privately  owned 
automobiles  is  authorized  or  approved, 
distances  between  points  traveled  will  be  as 
shown  on  official  highway  mileage  guides  or  on 


5 


official  State  of  Illinois  maps.  Any  substantial 
deviations  from  distances  shown  in  the  standard 
highway  mileage  guides  shall  be  explained. 
Where  no  guides  or  maps  are  available, 
odometer  readings  may  be  used.  Travel  within 
and  in  the  near  vicinity  of  a city  may  be 
reported  as  mileage  in  and  around  such  city. 

Where  mileage  charges  are  claimed  for  use  of  a 
privately  owned  automobile,  the  travel  voucher 
will  clearly  state  the  make,  model  and  year,  and 
license  number  of  such  vehicle. 

c.  When  the  use  of  public  transportation  is  a 
reasonable  alternative,  the  mileage  payment 
shall  not  exceed  the  cost  of  its  use.  A 
reasonable  alternative  exists  when  the  cost  of 
travel,  taking  into  account  both  transportation, 
time  and  per  diem  expenses,  would  be  less  if 
public  transportation  were  used. 

d.  It  is  imperative  that  as  many  individuals  as 
possible  utilize  the  same  vehicle  when  traveling 
to  a common  destination.  Mileage  will  be 
payable  to  only  one  of  two  or  more  individuals 
traveling  in  the  same  vehicle.  The  names  of  the 
individuals  and  employing  agency  shall  be 
stated  on  the  travel  voucher. 

SECTION  4. 

LIVING  EXPENSES 

4. 1 Living  Expenses  Incurred— 

Personal  living  expenses  of  travel  shall  be  reimbursed 
on  the  basis  of  either  a “per  diem”  allowance  or 
“living  expenses  incurred”  allowance. 

4.2  FOR  TRAVEL  OF  LESS  THAN  EIGHTEEN  (18) 
HOURS  during  the  same  calendar  day,  reimbursable 
expenses  will  include  the  evening  meal  ($6.00  max.) 
if  travel  extends  past  7:00  p.m. 

RECEIPTS  ARE  NOT  REQUIRED  TO  SUPPORT 
DINNER  ALLOWANCE. 
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EXAMPLE:  Mrs.  Jones  leaves  Springfield  at  8:00 
a.m.  and  returns  to  Springfield  at  9:30  p.m.,  the 
same  day,  after  traveling  to  the  Chicago  Office  as 
assigned. 

Reimbursement  is  allowable  only  for  the  evening 
meal  with  a maximum  reimbursable  expenditure  of 
$6.00,  as  the  travel  period  was  less  than  eighteen 
(1 8)  hours. 

See  paragraph  4.4  for  any  other  special  expenses  for 
which  reimbursement  might  be  allowable. 

4.3  FOR  TRAVEL  OF  EIGHTEEN  (18)  HOURS  AND 
MORE  OR  OVERNIGHT  TRAVEL  reimbursement 
will  be  on  a per  diem  basis. 

The  per  diem  allowance  for  travel  on  official 
business  consists  of  the  following  three  elements  and 
may  be  authorized  or  approved  within  the  following 
maximums: 

a.  Twelve  dollars  ($12.00)  to  cover  the  cost  of 
meals,  including  tax  and  gratuities.  Receipts 
need  not  be  submitted  to  support  this 
allowance. 

(1)  When  a meal  is  provided  to  employees  on 
per  diem  travel  status,  either  by  another 
party  or  as  part  of  a conference  or 
convention,  the  value  of  such  meal(s)  shall 
be  deducted  from  the  per  diem  base  as 
follows: 


Breakfast $2.50 

Lunch $3.50 

Dinner $6.00 


Nature  of  meal(s)  provided  should  be 
indicated  on  Travel  Voucher. 

(2)  When  travel  is  eighteen  hours  or  more  or 
involves  staying  overnight,  the  per  diem 
expenses  will  be  computed  on  a fractional 
basis  for  each  period  of  six  hours  or 
fraction  thereof  in  which  travel  occurs. 
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Travel  periods  are  as  follows: 

Midnight  to  6:00  a.m. 

6:00  a.m.  to  Noon 
Noon  to  6: 00  p.m. 

6:00  p.m,  to  Midnight 

For  each  of  the  travel  periods  during 
which  the  traveler  is  engaged  in  official 
business  the  reimbursement  will  be  $3.00. 

EXAMPLE:  (Traveler  headquartered  in 

Springfield) 
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Six  dollars  would  be  reimbursed  for  the 
1st  as  travel  took  place  in  the  Noon  to 
6:00  p.m.  and  6:00  p.m.  to  Midnight 
Travel  Periods  and  overnight  travel  was 
involved.  On  the  2nd  the  full  twelve  dollar 
per  diem  allowance  could  be  reimbursed  as 
the  travel  period  was  from  Midnight  the 
2nd  until  Midnight  the  3rd;  therefore, 
$3.00  is  reimbursed  for  each  of  the  four 
travel  periods.  On  the  3rd  a nine  dollar  per 
diem  expenditure  may  be  taken  as  travel 
was  from  Midnight  the  3rd  through  the 
Noon  to  6:00  p.m.  travel  period.  Had 
travel  extended  past  6:00  p.m.,  twelve 
dollars  would  have  been  reimbursed  to  the 
traveler. 

b.  The  actual  cost  of  accommodations,  excluding 
tips  and  room  service,  not  in  excess  of  $16.50 
per  day  plus  tax  (or  not  in  excess  of  $1  9. 00  per 
day  plus  tax  in  Peoria  or  the  Chicago 
metropolitan  area,  or  not  in  excess  of  $2  8.00 
per  day  plus  tax  when  traveling  out  of  state). 
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The  Chicago  metropolitan  area  is  defined  as  the 
Counties  of  Cook , Will,  DuPage,  Kane, 
McHenry  and  Lake. 

Receipts  are  to  be  submitted  with  travel 
vouchers  to  support  accommodation  expenses 
claimed. 

If  no  lodging  reimbursement  is  claimed  because 
the  traveler  arranged  private  lodging,  notation 
to  that  effect  should  be  entered  on  the  travel 
voucher. 

c.  Reimbursement  for  “special  expenses”  as 
provided  in  Paragraph  4.4. 

4.4  Special  Expenses- 

Miscellaneous  other  expenses  incurred  in  the  normal 
course  of  conduct  of  official  business  shall  be 
reimbursable  if  reasonable  and  proper  or  necessary 
for  the  successful  accomplishment  of  an  assignment. 
Miscellaneous  expenses  which  may  be  itemized  on 
the  travel  voucher  include: 

Registration  fees  under  $50.00 
Tolls  and  parking  fees 

Tips  and  gratuities  (Not  associated  with  meals) 

Business  telephone  calls 

Baggage  handling  and  storage  fees 

Taxi  and  limousine  fares 

Other  expenses  which  are  incidental  to  the  travel  and 
which  are  categorized  in  appropriation  line  items 
may  be  reimbursed,  but  must  be  processed  on  an 
invoice-voucher  rather  than  a travel  voucher. 
Examples  of  these  expenses,  and  the  appropriate  line 
items  from  which  they  are  reimbursable,  include: 

Registration  fees  of  $50.00  or  more  (1276) 

Keys (1399) 

Postage  (1261) 

Gas,  oil  (1896) 

Air  Freight  (1205) 

Books (1399) 

Miscellaneous  office  supplies  (1304) 

Duplicating  (1280) 

Stenographic  or  typing  service  (1245) 
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The  normal  tests  for  reasonableness  and  propriety 
will  be  applied  against  any  request  for 
reimbursement  for  expenses  listed  on  previous  page. 

4.5  Time  of  Departure  and  Arrival— 

a.  The  date  and  hour  of  departure  from  and 
arrival  at  the  place  at  which  official  travel 
begins  and  ends,  and  points  at  which  temporary 
duty  is  performed  shall  be  shown  on  the  travel 
voucher  where  such  arrival  or  departure  affects 
the  allowance  or  other  travel  expenses.  Other 
points  visited  shall  be  shown  on  the  voucher; 
time  of  arrival  and  departure  need  not  be 
shown. 

b.  Where  for  the  traveler’s  personal  convenience  or 
through  the  taking  of  leave  there  is  interruption 
of  travel  or  deviation  from  the  direct  route,  any 
allowance  shall  not  exceed  that  which  would 
have  been  incurred  on  uninterrupted  travel  by 
the  most  direct  route.  (See  Section  3.2.) 

4.6  No  Allowance  at  Official  Headquarters- 

No  travel  expenses  shall  be  allowed  an  individual 
either  at  his/her  official  headquarters  or  at  his/her 
place  of  abode  from  which  he/she  commutes  daily  to 
his/her  official  headquarters. 

SECTION  5. 

EXCEPTIONS  TO  THE  REGULATIONS 

5.1  General  Exceptions— 

Requested  in  Advance  - The  Travel  Control  Board 
may  grant  general  exceptions  to  the  above  rules, 
when  necessary  to  meet  special  circumstances  and  in 
the  best  interests  of  the  State.  All  such  exceptions 
shall  be  in  writing. 

5.2  Ex  Post  Facto  Exceptions- 

The  Travel  Control  Board  will  review  and  take 
appropriate  action  on  all  exceptions  to  the  travel 
regulations. 
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SECTION  6. 
TRAVEL  VOUCHERS 


6. 1 Memorandum  of  Expenditures— 

A memorandum  of  all  travel  expenditures  properly 
chargeable  to  the  State  shall  be  kept  by  the 
indivuduals  subject  to  these  travel  regulations.  The 
information  thus  accumulated  shall  be  available  for 
the  proper  preparation  of  travel  vouchers. 

6.2  Preparation  of  Travel  Vouchers— 

a.  All  claims  for  the  reimbursement  of  traveling 
expenses  shall  be  submitted  on  authorized 
travel  vouchers  and  shall  be  itemized  in 
accordance  with  the  regulations. 

b.  The  travel  voucher  shall  be  supported  by  a copy 
of  the  travel  authorization  if  out-of-state  travel 
is  included.  (See  Section  2.2.) 

c.  The  travel  voucher  shall  show  in  the  space 
provided  the  dates  of  travel,  the  points  of 
departure  and  destination,  and  mode  of 
transportation. 

d.  When  a privately  owned  vehicle  is  used,  the 
travel  voucher  shall  show  the  dates  and  points 
of  travel,  mileage,  and  mode  of  transportation. 
If  the  distance  traveled  between  any  given 
points  is  greater  than  the  usual  route  between 
these  points,  shown  on  a road  map,  the  reason 
for  the  greater  distance  shall  be  stated.  (See 
Section  3.2.) 

e.  Travel  vouchers  shall  be  supported  by  receipts 
in  all  instances  for  railroad  and  airplane 
transportation,  for  lodging,  and  all  other  items 
in  excess,  individually,  of  $5.00,  except  for 
meals  and  incidental  items  as  stated  in  Section 
4. 

In  those  instances  where  expenditures  are 
charged  to  an  individual’s  personal  credit  card, 
the  statement  from  the  vendor  shall  either  be 
supported  with  the  charge  card  receipt,  or  shall 
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be  notated  and  signed  by  the  traveler  as  to  how 
settlement  was  effected;  (i.e.,  Charged  on  my 
Bank  Americard, /s/  John  Doe). 

f.  The  travel  expense  voucher  shall  be  prepared  in 
quadruplicate,  either  typewritten  or  in  ink.  All 
copies  of  the  voucher  shall  be  signed  by  the 
individual  who  has  incurred  the  expense  and  by 
his/her  supervisor.  The  individual’s  name  should 
also  be  typewritten  or  printed  below  the 
signature  line.  A reference  should  be  made  on 
the  voucher  as  to  any  receipts  attached  thereto. 

g.  Each  person  submitting  a travel  voucher  must 
personally  sign  the  travel  voucher,  thereby 
certifying: 

I certify  that,  in  accordance  with  Section  12  of 
“An  Act  In  Relation  to  State  Finance”,  the 
above  amount  is  correct  and  just;  that  the 
detailed  items  charged  within  are  taken  and 
verified  from  a memorandum  kept  by  me:  that 
the  amounts  charged  for  subsistence  were 
actually  paid,  and  the  expenses  were  occasioned 
by  official  business  or  unavoidable  delays, 
requiring  my  stay  at  hotels  for  the  time 
specified;  that  I performed  the  journey  with  all 
practicable  dispatch,  by  the  shortest  route 
usually  traveled,  in  the  customary  reasonable 
manner,  and  that  I have  not  been  furnished 
with  transportation  or  money  in  lieu  thereof 
for  any  part. 

Individuals  submitting  travel  vouchers  are 
personally  responsible  for  their  accuracy  and 
propriety.  Any  misrepresentation  shall  be  cause 
for  disciplinary  or  legal  action. 

6.3  Approval  and  Submission  of  Travel  Vouchers- 

a.  Each  voucher  shall  be  approved  by  the  Division 
Administrator  or  next  higher  authority  who 
shall  certify  that  the  travel  shown  was  required 
by  official  duties. 

b.  The  travel  voucher  shall  then  be  approved  by 


the  Secretary  of  State  or  his  designated 
representative,  who  shall  sign  the  original  of  the 
voucher. 

c.  Travel  vouchers  that  are  not  prepared  in 
accordance  with  these  regulations  or  not 
properly  supported  by  receipts  when  required, 
shall  be  returned  to  the  originator  for 
correction. 

6.4  Frequency  of  Submission— 

Travel  vouchers  may  be  submitted  weekly  or  at  the 
completion  of  each  trip.  Vouchers  should  be 
submitted  promptly  and  in  chronological  order.  Two 
or  more  vouchers  for  overlapping  periods  should  be 
avoided. 

6.5  Items  Billed  Directly  - 

No  travel  expenses  may  be  charged  to  the  Secretary 
of  State  except  in  special  cases  where  advance 
permission  is  granted  by  the  Travel  Control  Board. 
Requests  for  such  advance  approval  shall  be  made  on 
Form  GA-13  (Direct  Vouchering  Request). 

6.6  Exceptions  to  Restrictions- 

An  information  copy  of  each  voucher  involving  an 
exception  to  these  travel  regulations,  together  with 
an  explanation  and  justification  of  the  exception, 
shall  be  filed  with  the  f iscal  Control  Department  for 
subsequent  review  by  the  Travel  Control  Board.  The 
information  copy  of  the  voucher  shall  be  filed  with 
the  Fiscal  Control  Department  at  the  same  time  the 
voucher  is  submitted  for  reimbursement.  Amounts 
disbursed  for  travel  reimbursement  claims  which  are 
subsequently  disallowed  by  the  Travel  Control  Board 
shall  be  refunded  to  the  State  of  Illinois  for  deposit 
to  the  fund  from  which  payment  was  made. 


ALAN  J.  DIXON 

Secretary  of  State 
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